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| mpl ementing Instructions

All real accounts shall be converted as of October 1, 1983. Mbst
real accounts have not been changed, therefore, there wll be
little conversion required. It is inportant that clarification
to nom nal and sub-accounts be acconplished in accordance with
the attached charts as there are several additions and changes.
The attached conversion sheets are forwarded to insure a standard
and consistent inplenmentation of the new Chart of Accounts and
Journal Entries and provide a ready reference to staff of changes
that will serve as an aid until the new systemis conpletely
understood. The conversion tabl es include:

- new real account nunbers and titles to old real account
nunbers and titles. None of the old accounts have changed
but a few have been added (Attachment 1).

- new nom nal account nunbers and titles (Attachment 2). Also
included is a conversion table of old account nunbers to new
account nunbers since several of the old accounts have been
changed (Attachnment 3). This chart shall be used in
conpleting "Sane Period Last Year" colum of the FPI Form 3.

- new sub-account nunbers and titles and ol d sub-account
nunbers and titles (Attachment 4). Also included is a
conversion table of old account nunbers to new account
nunbers since several of the old accounts have been changed
(Attachment 5). This chart shall be used in conpleting
"Same Period Last Year" colum on the FPlI Form 4.

- new Journal entry nunbers to old journal entry nunbers
i ncluding the source of the entry and its purpose
(Attachnent 6). Also included is a conversion table of old
journal entry nunbers to new journal entry nunbers
(Attachnment 7).

New/ revi sed forns resulting fromthis change are being printed
and are scheduled for distribution in early Cctober. The
followwng forns are affected by this manual revision:

FPI Form 2 - Conparative Bal ance Sheet - now only contains the
bal ance sheet and will be used effective Cctober 1983 reporting.

FPI Form 3 - Condensed Statenment of QOperations - new formused to
report results of operations and will be used effective Cctober
1983. Detailed instructions on the use of the "Same Period Last
Year" columms will be issued in Septenber 1983.

FPI Form 4 - Sunmary of Expense - (revised) used to report
expenses for various nom nal accounts and will be used effective
Cct ober 1983.
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FPI Form 7 - Shipping Oder and Cost of Sales Register -
(revised) used to record shipnments of goods and the applicable
cost of sales. WII| be used effective Cctober 1983.

FPI Form 10 - Monthly Conpleted Job Order Report - new form used
to record the summary of all costs for jobs conpleted during a
month. WIIl be used effective October 1983.

FPI Form 81 - Vocational Training revises formfor request,
budget and reporting of vocational training prograns and wll be
used effective October 1983.

FPI Form 97 - Washington Control Register - a new register used
to record all transactions between UNICOR | ocations. WII be
used effective October 1983.

FPI Form 1034 - Control Voucher for Purchases and Services O her
t han Personal - new form for use in voucher preparation wll be
used upon the soon depletion of current supply of SF-1034's or
Cct ober 1984.



New
Account
Nunber
03
.31
.39
10
.1
.2
.3
15
.1
.2
18
.1
.2
.3
20
.1
.2
.3
.4
21
.1
.2
25
.1
.2
26
30
.1
.2

35

CN- 16,

CONVERSI ON SHEET
New Real Account

To

O d Read Account

Debit Accounts

Attachment 1-1
8000. 1

8500, Septenber 8, 1983

O d Account Title

ad
Account
New Account Title Nunber
Cash None
Operating 03. 31
Speci al Deposits 03. 39
Account s Recei vabl e 10
Gover nnent .1
Travel Advances .2
Publ i c None
Fi ni shed Goods 15
Fi ni shed Goods .1
Manuf act ur ed
Qut si de Purchases
Wrk in Process 18
Material in Process .1
Labor in Process .2
OHin Process .3

Raw Materials & Supplies 20

Raw Materials & Supplies 1
Defective Materi al .2
Scrap .3
Shop St ock .4
5
Al | owance for Qbsol ete None
| nventory
Raw Materials & Supplies None
Fi ni shed Goods None

Machi nery & Equi pnent 25
Pr oducti on
O her

APWNE

Al | owance for (bsol ete None
Machi nery & Equi pnent

Bui | dings & I nprovenents 30

.1
Not Used .2
Not Used
Construction 35

Cash- Operati ng
Speci al Deposits

Account s Recei vabl e
Accounts Recei vabl e
Travel All owances

Fi ni shed Goods
Fi ni shed Goods
Manuf act ur ed
Qut si de Purchases

Wrk in Process
Material in Process
Labor in Process
OHin Process

Raw Materials & Supplies

Raw Materials - Supplies

Def ective Materi al
Scrap

Shop St ock

Bai |l ment WMateri al

Machi nery & Equi pnent
M& E Pr oducti on
M& E V. T.

M & E Divisional
M& E Adm nistrative

Bui | dings & | nprovenents
B & | Industrial
B & | Vocati onal

Construction
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New ad
Account Account
Nunber New Account Title Nunber A d Account Title
40 Deferred and Prepaid 40 Deferred and Prepaid
Expense Expense
.1 Start-up Costs
.2 Pr ot ot ype Products
.3 O her
45 Not Used 45 O her Assets
97 Washi ngt on Control 97 Washi ngton Contro
21 Prior Years Bal ance None
.2 Cash Transfers None
.3 Tangi bl e Assets Transfers None
.4 Transfer Billings None
CREDI T ACCOUNTS
70 Account s Payabl e 70 Account s Payabl e
21 Vouchers in Transit 21 Voucher s
.3 Unvoucher ed Receipts .3 Vouchers in Transit
4 Transportati on Expense Payable .4 Reserve for Transportation
.5 Accounts Payabl e Deferred .5 Account s Payabl e
Def erred
. 6 Conti ngent Annual Leave . 6 Conti ngent Annual Leave
T Accrued Expenses T Accrued Accounts Payabl e
.8 Acci dent conpensation Payable .8 Reserved for Accident
Conpen-
.11 Speci al Deposits sation
.12 Not Used .11 Speci al Deposits
12 Liability for Bail nent
Mat eri al
80 Accunul at ed Depreciation MXE 80 Reserve for Depreciation ME
.1 Pr oducti on .1 M & E Production
.2 O her .2 M&E V.T.
.3 Not Used .3 M & E Divisional
.4 Not Used .4 M&E Admnistrative
81 Accunul at ed Depreci ation 81 Reserve for Depreciation
Bui | di ngs and | nprovenents Bui | di ngs and | nprovenents
.1 Pr oducti on .1 B &1 Industrial
.2 O her .2 B&l VT,
85 Not Used 85 Reserve for Contingent
Liability
90 Initial Capital
90 Initial Capital
91 Donat ed Property None



New
Account
Nunber New Account Title
95 Resul ts of Operations
21 Cumul ative Results of
Qper ati ons
.2 Cumul ative Results of
Qperations (Current Period)
.3 Dividends Paid U S. Treasury
None
Transferred
of
97 Washi ngton Contro

Prior Year's Bal ance

Cash Transfers

Tangi bl e Assets Transfers
Transfer Billings

APWNE
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ad
Account
Nunber A d Account Title
95 Ear ned Surpl us
None
None
None
96 Property
W t hout Exchange
Funds
97 Washi ngton Contro
None
None
None
None
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CONVERSI ON' SHEET

New Nom nal
a d Noni nal

Account s

Account s

Debit Accounts

New Account Title

Sal es Return for Rework

Gover nnment Agenci es
UNI COR

Ret urns and Al | owance

Gover nnment Agenci es
UNI COR

Cost of Sales
Gover nnment Agenci es
UNI COR
Abnor mal Costs
| nvent ory Val uati on
Wite-Of
| nventory

over ages/ Short ages

*57
*60
*61
*62
*63
*64
*65
*66

71

72

- ZmM0

73
75
76
77

78
79

Producti on Expense
Mai nt enance Expense
QA Expense
War ehouse Expense
Busi ness O fice Expense
Sel |l i ng Expense
O her Expense
Pre-1ndustrial Training
Support Division Expense

| nformati on Systens

Di vi si on

Production Division Expense
Dat a/ Graphi cs Divi sion
El ectronics Division
Metal, Wod and Pl astics

Div.
Textile & Leather Products

Corporate Adm nistrative
Expense Control

Vocati onal Training Exp.
Cont r ol

Voc. Training Experinental

Cont r ol

| nmat e Performance Pay

Extraordi nary Losses

Di sconti nue Operations

* - New nunber different fromold

nunber

ad
Account
Nunber A d Account Title
none
55 Sal es Returns and
Al | owances
21 Cost Sal es
.2 Transfer Sal es
56 Cost of Sales
21 Cash Sal es
.2 Transfer Sal es
57 Manuf act uri ng Expense
57 " "
57
57
57
60 Sal es Expense
63 O her Expense
66 Pre-1ndustrial Training
62 General Adm n. Expense
64 Div. Operating Expense
62 General Adm n. Expense
Contro
61 Vocati onal Trai ning
76 Vocati onal Trai ning
Experi nment al
67 | nmate Meritorious
Conpensati on
63 O her Expense
63 O her Expense
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New
Account
Nunber ad Account Title
50 Sal es
.1 Gover nnment Agenci es
.2 UNI COR
53 O her | ncome
.1 M scel | aneous Sal es
.2 Cost of M scel | aneous
Sal es
.3 O her | ncome
.4 Recapt ure of Donated
Property Expense
58 Over head Expense Applies
74 Profit or Loss
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ad
Account
Nunber O d Account Title
50 Sal es
.1 Cash
.2 Transfer Sal es
53 O her | ncone
.1 M scel | aneous Sal es
.2 Cost of M scel | aneous
Sal es
.3 O her | ncone
- None
- None

65

Profit and Loss
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a d Nonmi nal Account
To
New Nom nal Accounts

DEBI T ACCOUNTS CREDI T ACCOUNTS
ad New ad New
Account Account Account Account
Nunber Nunber Nunber Nunber
55 55 50 50
.1 .1 .1 .1
.2 .2 1.1 xX. 30
.2
56 53 53
1 1 .1 .1
2 2 .2 .2
.3 3
57 57, 60, 61, .4 xx.14.3
62, 63 .5 None
58 54 None
1 56. 3 65 74
2 56. 4
3 None
60 64
61 75
62 73
63 65
64 66
66 77
67 xX. 03
68 xX. 08
69 76

xX = Over head Account
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O d Accounting Title

8500,
CONVERSI ON SHEET
NEW SUB- ACCOUNTS
To
OLD SUB- ACCOUNTS
New ad
Account Account
Nunber New Accounting Title Nunber
* .01 Salaries, Cvilian .01
.1 Per manent Positi ons .1
.2 O her than Per manent .3
. 2a Tenpor ary Enpl oynent . 3a
. 2b Part tinme Enpl oynent . 3b
. 2C Intermttent Enpl oynent . 3¢C
.3 O her Personnel Conpensation .5
Conpensati on
.4 Conti ngent Annual Leave . 8
Servi ces
.02 Per sonnel Benefits . 38
.03 | ncenti ve Awards *
.1 Cvilian -
.2 | nmat e -
* .04 Contract Services . 29
.1 Speci alists .1
.2 O her .2
. 05 Labor Indirect I nmate .02
21 Regul ar -
.2 Overtine -
.3 O her -
. 06 Rei mbur sabl e Sal ari es -
. 07 Enpl oyee Devel opnent .30
.1 Cvilian .1
.2 | nmat e .2
.3 | nmat e Schol ar shi ps .3
.08 Acci dent Conpensati on 20
.1 Cvilian -
.2 | nmat e -
.09 Speci al d ot hi ng .22
.10 Speci al Meal s . 28
.11 Experi ment al Expense .24
.12 Grading & Testing . 36
.13 | nvent ory Overage Shortage -
* .14 Damaged/ Qbsol ete | nventory 21
.15 I ndirect Materials .12
* Nom nal Account 8 had been used for Incentive Awards.

Salaries, Cvilian

Per nanent Positions

O her than Per manent
Tenpor ary Enpl oynent
Part time Enpl oynment
Intermttent Enpl oynent
O her Personnel

Speci al Personnel

Per sonnel Benefits
Not Used
Not Used

Contract Service
| ndi vi dual
O her

Labor | ndirect

Not Used

Not Used

Not Used

Not Used

| nmat e

Enpl oyee Devel opnment
Cvilian

| nmat e

| nmat e Schol ar shi ps
Acci dent Conpensati on
Not Used

Not Used
Speci al d ot hi ng
Speci al Meal s

Experi nment al

Grading and Testing
Not Used

Loss and Damaged Goods

Factory Supplies
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O d Accounting Title

New ad
Account Account
Nunber New Accounting Title Nunber

16 Factory Supplies .12
17 Machi nery Repairs .15
18 Bui | di ng Repairs .14
19 M nor Equi pnent & Tool s .19
20 Depreci ati on M&E .10
21 Depreci ati on B&l .11
22 Anortization .08
23 Rents & Royalties . 07
*24 Vehi cl e Operations
25 Uilities .03 &
.05
*26 Commruni cati ons Expense .09
27 Bad Debts Expenses
28 Travel Expense . 06
.1 Regul ar Travel .1
.2 Perm Change Station-Benefits .2
12)
.3 Perm Change Station-travel .3
12)
.4 Transportation - Storage
.5 Trai ning Travel .4
29 Frei ght, Express, Parcel Post .16
30 Transportation Cost Billed
to O her . 16. 6**
31 Packagi ng & Shi ppi ng . 26
32 Sanpl es . 25

Contai ns further

* *

Nom nal

Account 5501.1 has al so been

br eakdown of account than shown on FP

used.

Factory Supplies
Machi nery Repairs
Bui | di ng Repairs
M nor Equi pnent & Repairs
Depreci ati on M&E
Depr eci ati on B&l
Anortization of Decreased
Rent and Royalties
Vehi cl e Operations

Power & Fuel

Li ght, Heat,

Tel ephone & Tel egraph
Not Used
Travel Expense
Regul ar Travel
Change of Duty Station (OB
Change of Duty Station (OB

Not Used
Trai ning Travel

Frei ght, Express, Parcel Post
Transportation Cost Billed
to O her

Packagi ng & Shi ppi ng
Sanpl es

Form 4
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New ad
Account Account
Nunber New Accounting Title Nunber A d Accounting Title
33 O fice Expenses .23 O fice Supplies, Printing
and Stationery
21 Supplies & Stationery 21 Supplies & Stationery
.2 Post age - Not Used
.3 Printing & Duplicating .2 Printing
.4 Equi prent Rent al - Not Used
.5 Comput er Lines Tel ephone Charge - Not Used
. 6 Computer/ O fice Machi ne Repair Not Used
34 Publ i cati ons .27 Publ i cati ons
35 Interest Paid - Not Used
*36 D scounts Lost - Not Used
37 O her Expense .04 O her
38 Speci al (d eaning Account) .37 Per sonnel Benefits
39 MRE Vocational Training - MRE Vocational Training
40 B& Vocational Training - B& Vocational Training
41 Mar keting & Selling Not Used

*

Contai ns further

breakdown of account than shown on FPI

Form 4
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CONVERSI ON SHEET
CLD SUB- ACCOUNTS
To
NEW SUB- ACCOUNTS

ad New ad New
Account Account Account Account
Nunber Nunber Nunber Nunber
.01 .01 .16
.1 .1 .1 . 29
.3 .3 3 .28. 4
.a .a .4 . 30
. b . b .17 .24
c . C .18 -
5 .3 .19 19
8 .4 .20 08
02 .05 .21 -
03 .25 .22 09
04 . 37 .23 33
05 . 25 .1 1
06 . 28 .2 2
1 .1 .24 .11
2 .2 . 25 .32
3 .3 . 26 .31
4 .5 .27 .34
07 .23 . 28 .10
08 .22 . 29 04
09 . 26 .1 .1
10 . 20 .2 .2
11 .21 30 .07
12 .15 .1 .1
13 .14 .2 .2
14 .18 .3 .3
15 .17 .35 .31
. 36 .12
37 . 38
. 38 .02
.40 Not Used

. 50 Not Used
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CONVERSI ON SHEET
New Journal Entry
To
A d Journal Entry

Cor r espondi ng

New JE ad JE Pur pose
1 Var i ous Transaction which affect Acct. 97.
5 5 Record Cash Col | ecti ons.
* 6 none Recapt ure donated property expense.
7 7 Record transportation cost for nonth.
TA none Wite off transportation accruals not
bi | | ed.
8 8 Record tangi bl e property received.
* 8A 8 Return of tangi ble property received.
* 8B 8 Record donations at fair market val ue.
9 9 Record vouchers approved for paynent.
* QA - Used upon di sconti nuance of a factory,
product |ine or nethod of operations.
10 10 Accrual s.
11 11 Reverse of accruals from prior nonth.
12 12 Itens issued for the nonth.
12a - Record adjustnents in UNI COR property
transfer.
13 13 Record paynents nade.
14 14 Record check cancel |l ati ons.
15 15 Wite off of deferred & prepaid expense.
16 16 Set up depreciation charges.
17 17 Char ge over head expense.
18 18 Charge conpleted WP to F/G & cost of sales.
19 19 Charge conpleted wdrawn fromF/ G to cost
of sal es.
20 20 Record redistribution of expense within an
i ndustry.
21 21 Reval uati on, disposal as scrap, transfer,
| ost
w thout fault of responsible person.
*21a 21 Loss of fixed asset due to catastrophe.
*21b 21 Loss of inventory due to catastrophe.
*21c 21 Record 95% wite down.
*21d 21 Wite down of prototype equi prment.
22 22 Record sal es.
*22a 22 Sal e of scrap, renoval from scrap inventory.
*22b 22 Sal es returns for rework.

*23 - Wite off uncollectible debts.



New JE

*
*
*

accounts.

*
*
*

*

24
25
26

26a
26b
26¢C
27
31
32
40
41
42

43
44

= NEWJE # DI FFERENT FROM COLD

Cor r espondi ng
ad JE

24
26
27, 28
29

none

none

31, 32
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Pur pose

Cl ose construction account.

Record increase/decrease in annual | eave.

Record Inventory Shortages ad wite off
damaged or obsolete inventory not processed
t hrough JE 26B or 26C

Record Shortages/overages in raw naterial s-
Suppl i es

Record directed all owances for danaged/
obsol ete property.

Record di sposal of itens for which an

al | omance has been established in JE 26b.

Record donations of previously donated
property to non UNICOR activities.

Cl ose nom nal accounts.

Cl ose Washi ngton Control accounts.

Cl ose division and corporate expense.

Cl ose subsidiary Washi ngton Contro

Cl ose corporate profit/loss for year
Cl ose Account 95.2 to 95. at year end.
Record distribution to U.S. Treasury.
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none
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FOREWORD

1. PURPGSE. This manual has been devel oped to provide
accounting policies and procedures to be followed in governing
accounting operations and internal financial controls within

UNI COR. These policies and procedures are designed to be
consistent wwth the principles and standards established by both
t he General Accounting Ofice and the Departnment of Justice.
Manual changes will be issued when required to assure that
docunent ed policies and procedures keep pace with current

devel opnents in accounting theory and practice and the needs of
UNI COR operati ons.

2. SCOPE. Al corporate, division and field |ocations of UN COR
are required to operate in accordance with policies and
procedures prescribed in this manual.

hbrnan A. Carl son
Conn1SS|oner _
Federal Prison Industries, |nc.
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OVERVI EW

100. BACKGROUND Federal Prison Industries, Inc., is a wholly
owned Governnent corporation established in the District of

Col unbia in 1934 under Acts of Congress and an Executive O der,
both of which are now incorporated in Title 18 of the United
States Code, Section 4121 to 4128. Throughout this manual the
trade nane UNICOR wi Il be used to identify the corporation,
Federal Prison Industries, Inc.

101. UNICOR M SSIONS The primary m ssions of UNICOR are to:

1. Enploy as many innmates as possible in contenporary
productive labor. This mssion is designed to reduce idleness
whi ch deprives offenders of self respect and a sense of purpose
and provides inmates with noney for personal expenses and famly
assi stance. Various forns of enploynent are to be provided to
gi ve inmates maxi mum opportunity to acquire a know edge and skil
in trades and occupations which will provide a neans of
[ivelihood for them upon rel ease.

2. Provide industrial training to inmates at the entry | evel
or for enhancenent of their capabilities in skilled and
sem -skilled occupations. Industrial training may be provided
qualified i nmates whet her assigned to UNICOR or any ot her
institution program

3. Remain financially self-supporting in neeting the financi al
needs for facilities/equipnment nodernizati on and inprovenents,
manuf act uri ng operations, vocational training expenses, nonthly
cash awards inmate services provided to the institution and
acci dent conpensation of inmates injured in job rel ated
activities.

102. LEG SLATION Title 18 of the United States Code provides
| egislation for UNICOR activities in the areas of the duties,
authorities and controls.

1. Duties. Specific UNICOR duties |egislated by Congress
i ncl udes:

a. UNICOR Board of Directors shall provide enpl oynent for
all physically fit inmates in the United States penal and
correctional institutions and may provide for the vocational
training of qualified inmtes without regard to their industrial
or other assignnents.
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b. Such fornms of enploynent shall be provided as wll give
the inmates of all Federal penal and correctional institutions a
maxi mum opportunity to acquire a know edge and skill in trades
and occupations which will provide themwi th a neans of earning a
l'ivelihood upon rel ease.

c. Al noneys under the control of UNI COR or received from
the sale of the products or by-products of such Industries, or
for the services of federal prisoners, shall be deposited or
covered into the Treasury of the United States to the credit of
the Prison Industries Fund and wi t hdrawn there-from only pursuant
to accountable warrants or certificates of settlenent issued by
the General Accounting Ofice.

d. Al valid clains and obligations payable out of said
fund shall be assumed by the corporation.

e. The corporation, in accordance with the |laws generally
applicable to the expenditures of the several departnents and
establi shnments of the governnent, is authorized to enploy the
fund, and any earnings that may accrue to the corporation, as
operating capital in performng the duties inposed by this
chapter including the repair, alteration, erection and
mai nt enance of industrial buildings and equi pnent; paying, under
rul es and regul ati ons pronul gated by the Attorney Ceneral,
conpensation to inmates enployed in any industry, or performng
out standing services in institutional operations; and
conpensation to inmates or their dependents for injuries suffered
in any industry or in any work activity in connection with the
mai nt enance or operation of the institution where confined. In
no event shall conpensation be paid in a greater anount than that
provided in the Federal Enpl oyees' Conpensation Act.

f. Accounts of all receipts and disbursenents of the
corporation shall be rendered to the General Accounting Ofice
for settlenment and adjustnent, as required by the Conptroller
CGeneral .

g. Such accounting shall include all fiscal transactions of
t he corporation, whether involving appropriated noneys, capital,
or receipts from other sources.

h. The Board of Directors of UN COR shall make annual
reports to Congress on the conduct of the business of the
corporation and on the condition of its funds.

2. Authorities. Specific UNICOR authorities |egislated by
Congr ess i ncl udes:

a. The Attorney Ceneral may make available to the heads of
the several departnents the services of United States prisoners
under terns,



8000. 1
Chapt er 8500, CN-16, Page 8500-3
Septenber 8, 1983
conditions, and rates nutually agreed upon, for constructing or
repairing roads, clearing, maintaining and reforesting public
ways or works financed wholly or in major part by funds
appropri ated by Congress.

b. The Attorney CGeneral may establish, equip, and maintain
canps upon sites selected by him el sewhere than upon Indi an
reservations and desi gnate such canps as places for confinenment
of persons convicted of an offense against the laws of the United
St at es.

c. UNICOR industries may be either within the precincts of
any penal or correctional institution or any convenient locality
where an existing property may be obtained by |ease, purchase or
ot herw se.

3. Controls. Specific operating controls over UN COR
operations that have been | egislated by Congress incl udes:

a. Limtation on comodities produced to those consuned
Wi thin Federal penal institutions or for sale to the departnents
or agencies of the United States, but not for sale to the public
in conpetition with private enterprise

b. UNICOR industries should be so diversified that no
single private industry shall be forced to bear an undue burden
of conpetition fromthe products of the prison workshops and
shoul d reduce to a m ni num conpetition with private industry or
free | abor.

c. Any industry established by UNICOR shall be so operated
as not to curtail the production of any existing arsenal, navy
yard, or other Government workshop.

4. Sales. Title 18 of the United States Code, Sec. 4124, also
provides legislation related to the sale of UNI COR products as
fol | ows:

a. The several Federal departnents and agencies and al
ot her Governnent institutions of the United States shall purchase
at not to exceed current market prices, such products of the
i ndustries authorized as neet their requirenents and may be
avai |l abl e.

b. Disputes as to the prices, quality, character, or
suitability of such products shall be arbitrated by a board
consisting of the Conptroller CGeneral of the United States, the
Adm ni strator of General Services, and the Director of the Bureau
of the Budget, or their representatives. Their decision shall be
final and binding upon all parties.

103. BOARD OF DI RECTORS

1. The Corporation is admnistered by a Board of six directors
representing industry, l|labor, agriculture, retailers and
consuners, the Secretary of Defense and the Attorney General.
The nmenbers of the Board are appointed by the President of the
United States and serve w thout conpensation (18 U S.C. 41231).
Regul ar neetings of the board are held sem -annually.
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2. Oficers of the Corporation include a President and Vice
President selected from Board of Director nenbership. The
Secretary of the Corporation is appointed by the President of the
Board of Directors subject to approval by the Board of Directors.
The Director of the Federal Bureau of Prisons is the ex-officious
Comm ssioner of Industries. He is the acting executive officer
of the Corporation and has all of the rights and powers vested in
hi mby the Board of Directors. He is specifically enpowered to
sign all contracts of the Corporation. The Conmm ssioner causes
to be kept full and accurate accounts of receipts and
di sbursenents in books belonging to the Corporation as well as
all other transactions of the Corporation so that a proper and
correct financial condition of the Corporation can be ascertai ned
at any tine.

An Associ ate Conm ssioner is appointed by the Board of
Directors who exercises the powers and perforns the duties of the
Comm ssioner of Industries to the extent del egated by the
Comm ssioner or vested in himby the Board of Directors.

Enpl oyees of the Corporation and their rate of pay are subject to
the Attorney Ceneral's criteria and the rules and regul ati ons of
the O fice of Personnel Managenent.

104. ORGAN ZATI ON STRUCTURE. The Associ ate Conm ssioner with
the aid of an executive assistant directs UN COR operations

t hrough three groups, one staff function and a Product

Requi renments Comm ttee.

1. Industrial Operations Goup. Five divisions conprise this
group Each of these divisions is responsible for a specific
product line or nunber of related product lines. The functions
of each product division include those directly related to the
production and sal e of goods and services; including product
devel opnment, procurenent, inventory managenent, production
schedul i ng, custoner search, sales and marketing, etc. The five
product divisions and associ ated products are:

a. Data/Gaphics Division. Data encoding services
(keypunch, key-to-disk, key-to-tape). Ceneral and special custom
printing, wood and netal signs, decals.

b. Electronics Division. Wring devices of all types,
el ectrical cable assenblies, electronic wiring harnesses, printed
circuits, electronic systens, support systens.

c. Metals/Wod/Plastic Division. Metal and wood
office/dormtory furniture, steel shelving, mlitary beds, bore
brushes, nolded fiberglass furniture, furniture refinishing,
mlitary helnets, wide variety of paint, varnish and mai ntenance
brushes.

d. Textile and Leather Products Division. Shoes, broons
mattresses, gloves, drapery, cotton and wool textiles, canvas
goods, synthetic textile products, clothing, weather parachutes.
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The organi zational structure of the divisions normally has
the follow ng staff functions: division managenent, industri al
or production managenment, quality control, adm nistration and
mar keting. Product D vision Managers report directly to the
Secretary/ Deputy Associ ate Conm ssioner. While division
adm nistrative officers are not directly involved in accounting
matters they receive, review and anal yze copies of nonthly
accounting reports related to their division factories and
eval uate pricing recomendations. As a result they serve as
financial advisors to the product division managers.

2. Corporate Managenent G oup. This group advises on the
pl ans and policies of the Corporation and oversees its general
managenent. Anong its primary responsibilities are fornulation
of program pl ans based on both corporate and institution needs
and assessnent and eval uation of industrial prograns. It is also
responsi ble for those activities generated by common needs of the
product divisions such as publications, inmate prograns,
i ndustrial design, and quality assurance. This group is directed
by the Secretary/Deputy Associ ate Conm ssioner, assisted by an
adm nistrative officer and is conprised of the Quality Assurance,
| ndustrial Design and Inmate Prograns Units. In addition, each
Superintendent of industries is a nenber of the Corporate
Managenent Group in matters concerning the conduct of UN COR
busi ness and corporate policy.

The functions of these support units are as foll ows:

a. The quality assurance unit is responsible for the
devel opment of corporate policies and procedure in quality
assurance areas. The Quality Assurance Manager is al so
responsible for field [ocation reviews to assure inplenentation
of corporate-w de quality assurance prograns.

b. The industrial design unit is responsible for
devel opment of sales pronotion literature and rel ated graphics
arts.

c. The inmate prograns unit is responsible for inmte
industrial training prograns, inmate industrial relations and
i nmat e safety prograns.

d. The groups adm nistrative assistant provides a focal
point for |iaison between the Corporation and the Conmmttee for
t he Enpl oynent of the Blind and Other Severely Handi capped
(BOSH), and for the adm nistration of corporate-wide civilian
position and personnel matters.

3. Financial Managenent Goup. This group maintains the
corporate financial and managenent information system and
records, establishes corporate policies and procedures and
reviews their inplenentation, is responsible for facilities
managenent and assunes responsibility for the effective operation
of field location business offices. The group is directed by a
Deputy Associ ate Comm ssioner and is conprised of the Information
Syst ens,
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and Resources Division; and the Internal Audit, |ndustri al
Project, and Plans and Policies Units.

a. The Information Systens Division is responsible for al
the technical effort required to automate UNI COR financial and
data systens.

b. The Resources Division is responsible for financial and
accounting matters of the corporation including the devel opnent
and di ssem nation of policy statenents. The Controller heads the
division. Central Ofice needs for |egal, personnel,
procurenent, fiscal, mail room nmaintenance, safety service is
provi ded by the Bureau of Prisons. UN COR pays for service by
assum ng the cost of salaries for support positions.

c. The Internal Audit Unit is responsible for periodic
on-site review of financial activities at UNTCOR field | ocations
and Product Division offices. Tri-annual audits by the General
Accounting O fice and periodic audits by the Departnent of
Justice Audit Staff, financed by UNI COR, round out the formal
audit activity for the corporation. The Bureau of Prison's
O fice of Inspection reviews all matters concerning the
professional integrity of UN COR personnel.

d. The Industrial Projects Unit coordi nates UN COR
i nvol venent in the establishnment and furni shing of new BOP
institutions, UNICOR building and inprovenent progranms, facility
managenent and safety.

e. The Plans and Policy Unit coordinates | ong range
pl anni ng and budgeti ng, devel ops corporate polices and procedures
related to program matters, coordinates UNICOR staff training,
conducts operations and managenent anal yses and participates in
speci al projects as assigned.

4. Corporate Policy Review Commttee (PRC). This committee
assists the corporate Managenent Staff by originating, review ng
and recomendi ng corporate policy. This exploration concept is
carried out by a staff nenber fromeach of the UNI COR Divisions
as appointed by the Division Manager. Specific functions of the
Commttee to: a. Provide a corporate-level forumfor the
di scussion, review, and devel opment of corporate policy issues.
It's recomendations are submtted to the Corporate Managenent
Staff for review at regular, bi-nonthly D vision Managers
Meet i ngs.

b. Performad hoc studies to research and recomend
solutions to specific PRC agenda itens.

c. Develop papers pertaining to issues on its agenda for
Executive Staff and Division Managers Meetings, and other foruns.
These papers are circul ated anong the Corporate Managenent Staff
for review and approval prior to rel ease.



8000. 1
Chapt er 8500, CN- 24, Page 8500-7
August 8, 1984

d. Search for and eval uate new enterprises for UNI COR and
eval uates and recommends future directions for existing
i ndustri es.

105. MANAGEMENT SYSTEM In 1977 UNI COR i npl enent ed a nanagenent
structure based upon the contenporary concepts of matrix
managenent. To illustrate the matrix concept, excerpts fromthe
June 1978 issue of the Harvard Busi ness Review are presented

bel ow.

"The identifying feature of a matrix organi zation is that sone
managers report to two bosses rather than to the traditional
single boss; there is a dual rather than a single chain of
command. This nodern design attenpts to take advantage of both
the new and the ol d organi zati onal systens by superinposing a
project structure onto a functional structure. Essentially, each
unit or individual staff nenber of the matrix structure has a
functional boss and a project boss.

In nmost matrix organizations, there are dual command
responsibilities assigned to functional department (marketing,
producti on engi neering, and so forth) and to product or market
departnments. The forner are oriented to specialized in-house
resources while the latter focus on outputs. Every matrix
contains three unique and critical roles; the top manager who
heads up and bal ances the dual chains of command, the matrix
bosses (functional, product, or area) who share subordi nates, and
t he managers who report to two different matri x bosses.™

UNICOR s matrix systeminvolves interaction between the two major
conponents of the Federal Prison System (BOP and UNI COR) as well
as interaction within UNICOR  For exanple, the Superintendents
of Industries, the ranking UNICOR official in the field, nust
answer to the institution's Warden, whose supervisory role within
the institution extends to all BOP and UNI COR enpl oyees at that

| ocation. Anmong the Superintendent's institutional
responsibilities are serving as Acting Associ ate Warden and
institution duty officer when so designated. On the other hand,
as a nenber of the UNI COR Corporate Managenent G oup, the
Superintendent reports to the Deputy Associ ate Conm ssi oner
(Operations), UNICOR In this exanple the Warden serves as the
Superintendent's functional superior while the Deputy Associ ate
Commi ssi oner serves as the project supervisor.

The schedul e and organi zational chart for Federal Prison

| ndustries, Incorporation presented herein (illustrations 1 and
2) illustrate the basic lines of authority and conmunication for
certain key positions. They are broken down into institutional
and divisional areas of responsibility. (It should be noted that
this particular chart is for FPI only, and that the Conm ssioner
is also the Director of Bureau of Prisons.)

106. DELEGATI ON OF AUTHORI TY TO CORPORATE CONTROLLER
1. Ceneral Responsibility. The Corporate Controller is

responsible for the reliability of the Central Ofice and field
| ocati on accounting
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[llTustration 1
Mat ri x Concept of Managenent
Organi zati on Chart

FEDERAL PRI SON | NDUSTRI ES, | NC
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[l1lTustration 2
Mul tiple Industries Locations
Organi zati on Chart

Posi tion Functi onal Boss Proj ect Boss(es)
Superi nt endent of War den (BOP) Secretary/ Deputy
| ndustries Associ ate Conmm s-
(Cor porate Man- si oner, UN COR
agenent G oup) ( Cor por at e Manage
ment )

Di vi si on Manger
(Product Division)

*Fact ory Manager Superi nt endent of Di vi si on Manager
(Product Divi - | ndustries (Product Division)
si on) ( Cor por ate Man-
agenent G oup)
Busi ness Manager Superi nt endent of Controller, UN COR
(Resour ces | ndustries (Resources Division)
Di vi si on) (Cor porate Man-

agenent G oup)

*At those institutions with single industries, the general foreman repl aces
the factory manager.
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systens and the accounting of financial data as accunul ated, summarized and
reported for internal and external purposes. The Controller is also
responsi ble for the inplenentation of the necessary internal controls for
t he saf eguardi ng of corporate assets and for insuring the validity and
integrity of the financial data generated. Generally, these
responsibilities are discharged through the issuance of accounting
policies, the establishnment of systens and procedures, the review of
submtted reports, coordinating training for Resources D vision staff, and
overseei ng the assignnment of positions and the selection of personnel for
these positions. The comrensurate authority is del egated by the Associ ate
Commi ssi oner, through the Deputy Associ ate Conm ssi oner.

2. Staffing Structure of the Resources D vision.

a. Central Ofice -- The headquarters conponent is conprised of the
Resources Division Manager (Controller), and a small support staff of
accountants and adm ni strative personnel. In addition to providing the

policy guidance for the division, this staff prepares the corporate
consolidated financial statenments and issues all required statistical
reports for external governnental purposes. This staff also maintains the
corporate accounting | edgers.

b. Field Location UNICOR Business Ofices - The accounting records
for the operation of UNICOR s production factories and service shops are
generally maintained in the Federal Correctional Institutions, U S
Penitentiaries or other correctional facilities where these industri al
activities are located. There are exceptions where it is nore econom cal
or efficient to maintain the records at a renote | ocation, usually another
UNI COR Busi ness O fice. Each business office is under the direction of a
Busi ness Manager, with a support staff of a size commensurate with the
wor kl oad which varies according to the nunber of factories involved. A
separate set of records is maintained for each factory, and uniformreports
are prepared nonthly. As of July 1982, the accounting procedures enpl oyed
are primarily manual in nature, supported by el ectronic posting machines in
the UNI COR busi ness offices. However, the Corporation is making a gradual
transition to a conputerized system for accunul ating the financial data and
transmtting the reports to the Central Ofice. To the maxi num extent
practicable, consistent with sound internal controls, inmate clerks are
assigned to supplenment the civilian personnel in these offices. These
clerks performnost of the clerical and accounting tasks under the
direction of and review by the civilian staff which functions basically in
a supervisory capacity. The staff generally includes accountants,
contracting officers and warehouse personnel in addition to the Business
Manager .

The UNI COR Busi ness Managers, as part of the Resources Division, are
t he professionals responsible for financial natters and the financi al
i nplications of proposed courses of action. |In this capacity, they perform
a val uabl e function by advi sing operating managenent officials on cash
availability, propriety of procurenent action, credibility of suppliers,
accuracy of cost allocations and other related financial matters.
Provi di ng advice on such matters is designed to avoid pitfalls and assi st
in applying efficient managenent and operating techniques. The
Superintendent of Industries is also responsible for Business Ofice
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activities as part of his/her overall responsibility for UN COR operations
at their field location. Those responsibilities include periodic

per formance eval uati ons of the Business Manager, with input fromthe
Controller.

3. Specific Transactions Requiring Controller's Approval.

a. Authorization and term nation of designated certifying officers at
all | ocations.

b. Approval of Contracting Oficer at all |ocations.

c. General concurrence with selection of all non-del egated Resources
Division positions at the field level, as well as Central Ofice staff.

d. Control of neritorious pay, vocational training and Central Ofice
Adm ni stration expenditures within the paraneters established by
Congr essi onal annual appropriation |egislation.

e. Control of Central Ofice expenditures for machinery and equi pnent
items, approval of special authorizations ($5,000 or nore per line item
for the acquisition of nonproduction type equipnment and provide quarterly
reports on the status of planned machi nery and equi pnment acqui sitions.

f. Approval of factory Board of Survey valuation of surplus property
acquisitions involving line itens val ued in excess of $5,000.

107. FI NANCI NG UNI COR OPERATI ONS

1. UNICOR operations are financed by the sale of its manufactured
products rather than allocations fromappropriated funds. Wile UNICOR s
budget process is used to estimate sal es volune and rel ated costs for the
year, it does not control procurenent action to the sane extent as
operating budgets control Congressional allocations. UN COR s
pre-validation process for procurenent action is concerned with the
availability of a sales order rather than fund allocation. Sales generate
the funds required to pay for operating costs and expenses. There are
exceptions. Vocational training expenditures and adm nistrative expenses
for Central Ofice activities are limted by Congressional appropriation
| anguage. UNI COR establishes its owmn |imtations, frequently based on
Congressi onal mandates, in such areas as travel expenses, neritorious pay
for Bureau of Prison inmates and major equi pnment and facility expenditures.
Pre-validation procedures are required for expenditures in these areas.

2. Wiile pre-validation procedures are not generally appropriate for
UNI COR financial activities, effective control of UN COR cash balances is a
necessity. Since UNICOR is self-supporting, sophisticated plans are
devel oped to assure that production activity generates sufficient cash to
meet operating needs. Vendor invoices should be paid pronptly, but
consistent with current Federal cash nmanagenent policies. Good relations
must be maintained with desired sources of supply. Adequate facilities and
equi pnrent nust be avail able, payrolls nust be pronptly paid, and sufficient
gquantities or raw materials nmust be on hand to keep production |ines
novi ng.
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3. Al nonetary receipts of UNICOR factories are deposited to a
Corporation account with the Treasury of the United States and are subject
to use by corporation entities in accordance with | aws general ly applicable
to Departnents of the Governnent. There is only one account for the
Corporation. Al institution business offices use this account, and
i ndi vidual factory cash bal ances are maintained for internal purposes.

4. Deposits and disbursenments are identified by Treasury accounting
station codes for each UNICOR | ocation. Mnthly deposits and di sbursenents
by | ocation are subject to reconciliation with the Treasury. 1In addition
t he UNI COR cash account balance with Treasury is subject to nonthly
reconciliation. Cash availability by factory at a UNICOR | ocation is
controlled at the HQ | evel, Resources Division in coordination with the
| ocati on Business Manager. Cash transfers by journal entry anong the
factories are made as necessary. These transfers are not processed through
Treasury as they have no effect upon UNICOR s cash account bal ance with the
U S. Treasury.

108. BUDGET PROCESS. UNI COR s budget activity is an annual process to
proj ect corporate expectations. The process is not designed as a basis for
obt ai ning funds as with nost Governnent agencies. However the process does
provide a basis for controls, coordination, communication and notivation,
features of any effective budget process. Each factory and managenent unit
identifies its objectives and projected financial activity which is
coordinated into corporate goals and objectives and financial projections.

M nor appropriation controls are established for corporate adm nistrative
expenses, vocational training expenditures and neritorious pay. The
remai ni ng financial projections are related to production estinmates.

109. PAYROLL FUNCTION. The payroll function for UNICOR is segregated into
two categories, civilian payroll and inmate payroll.

1. Cuvilian payroll is processed entirely by the Departnent of Justice
based on information given themby UNICOR s time and attendance cl erks.
Bi -weekly the Departnent of Justice provides UNICOR with earnings
statenents and conputer printouts (Accounting Station Posting Mdia,
A.S.P.M) which support the actual checks produced by Treasury per the

Departnents payroll. The A S.P.M is the docunent which provides the
payroll information for UNICOR s official set of accounting records.
2. Inmate payroll is prepared within each |ocation's Business Ofice and

is divided into two types of pay: pay for those inmates working within the
i ndustries and performance pay for inmates working on institutional
assignnments. Paynment for inmates working within the industries are based
on their experience and longevity within UNNCOR institutions. [|nmates
recei ving performance pay receive conpensati on dependent upon assignnment by
the Warden. | nmates under the performance pay system are not associ ated

wi th any function of the UNI COR i ndustri es.
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110. REPORTS

1. Basic Requirenents. The UNI COR accounting systemis designed to
enabl e the pronpt preparation of all needed financial reports. UN COR
reports clearly disclose significant financial facts about UN COR
operations and activities. They are prepared and issued as often as
necessary to be of maxi mum use to managenent officials and to neet
prescribed external requirenents. Both external and internal reports are
prepared fromthe sanme source data and should be in agreenent. External
reports are designed to neet the requirenents of control agencies and
internal reports to neet the needs of UNI COR managenent. Internal reports
include (1) statenents of assets and liabilities (Balance Sheet) and (2)
statenments concerning the results of operations (Income and Expense).

2. Type and Content of Reports. The follow ng discussion addresses the
maj or categories of UN COR accounting reports.

a. Financial Position (Balance Sheet). Field Business Ofices and
the Central Ofice prepare statenents of assets and liabilities relating to
their factories or activities. Such statenents should disclose the ngjor
categories of assets, the anount and nature of significant contingent
l[iabilities, and such explanatory information on the assets and liabilities
as is necessary to fully and clearly disclose the financial position of the
reporting office.

b. Results of Operation. Applicable costs incurred to produce
revenues fromsales of materials or services is conpared or matched with
t he anobunt of such revenues in preparing financial reports on
revenue- produci ng operations. The difference between revenues and
appl i cabl e costs and expense represents the financial results of these
operations as nea-neasured by the increase or decrease in the net assets of
each factory or activity.

c. Sources and Application of Funds. Annual corporate statenents of

financial position and results of operations prepared by the Resources

Di vi sion are acconpani ed by statenents of sources and application of funds.
All significant itenms nust be shown separately, as either a source or
application of funds.

d. Treasury Reports. UN COR Business Ofices and the Central Ofice
prepare reports and information relating to financial condition and
operations as required by the Treasury Departnent. UN COR accounts
relating to cash and other financial transactions are maintained in such a
manner as to facilitate the pronpt and accurate preparation of reports.

3. Oher. Each UNICOR field location supplies the Resources Division
wi th nonthly bal ance sheets, incone statenents, and a statenent of cash
transactions. A nonthly job analysis report (FPI Form51) is submtted to
Di vi si on managenent along with the nonthly financial statenment. Monthly
obligation reports, SF 225, Report of Obligations, and FPI Form 78, Report
of Anticipated Obligations/Reinbursenents, are submtted to the
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Resources Division as source data for various OVB reports. Mnthly Status
of Orders Reports (FPI Form 79) are submtted to Division Ofice for review
and analysis. A Construction Budget and Progress Report (FPI Form 29) is
submtted nonthly to Resources Division

At the close of each quarter UNICOR | ocations provide reports of expenses,
accounts receivabl e and accounts payable. Each |location submts, nonthly,
copies of its Washington Control Register related to capital of investnent
account transactions. Sem -annual reports on Procurenent by Gvilian
Agenci es, Enforcenent, Construction Progress, and Mnority Busi ness

Devel opnent are required for Central Ofice reporting to the Departnent.
During the year property itenms and raw material, work-in-process and
finished goods inventory reports are submtted to the Resources Division
for their review and anal ysi s.

Annual reports are provided concerning Analysis of Qher Incone,

m scel | aneous sal es, other expense, utilization and di sposal of excess and
surplus property, real property, notor vehicle, postal volune, inmate

i ndustrial pay and sundry assets. Annual operating plans are submtted to
t he Bureau of Prisons and Departnent of Justice. Based on these plans the
Depart ment provides Standard Form 132 apportionnment and reapportionnent
schedul es.

111. UNICOR S ACCOUNTI NG SYSTEM

1. UNICOR s Accounting Systemis designed to neet the requirenents of
t he Budget and Accounting Procedures Act of 1950 and the accounting
principles, standards, and related requirenents prescribed by the
Departnent of Justice as approved by Conptroller General of the United
States. The UNI COR system features accrual basis and cost accounting
met hodol ogy. Sal es are accounted for when invoiced. Material and | abor
costs and nmj or expense itens are charged to operati ons when used rat her
t han when obligated, received or paid. Raw materials are recorded as an
asset when received with an offsetting liability established pending
paynment. Major expenses itens that are paid for but not used as of the end
of an accounting period are reported as prepai d expenses. Mjor expenses
items that are used but not paid for at the end of an accounting period are
reported as an accrued liability. Property itens are recorded as assets
when received, and the costs of such itens is charged to operations through
periodi c depreciation or anortization entries. Effective property and
inventory controls are essential elenents of the UNI COR accounting systens.
Property responsibility assignnents are enforced and effective nai ntenance
prograns are required. Inventory stock |evels are established and used in
t he procurenent process. Periodic physical inventories provide data as to
the effectiveness of procedures and internal controls.

2. UNICOR s cost accounting system provides for analysis and eval uation
of each production job or process. Cost variances can be pronptly and
specifically identified. Wen custonmer orders are received, estimtes are
revised or cost |evels based on prior experience standards are used to
establish cost and quantity expectations. A production order with control
nunber identification initiates the production cycle. Material and |abor
costs and applicabl e overhead expenses are charged to work-in-process
i nventory when put into production and transferred to finished goods
i nventory
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when the production cycle is conpleted. Upon sale of itens produced the
appl i cabl e asset value in finished goods inventory is charged as cost of
goods sold to be applied against the dollar value of the sale. The actual
cost of each production effort is conpared with the predeterm ned estimate
or expectation. Analysis and evaluation of any significant deviations from
prior estimates discloses production efficiencies or deficiencies,
effectiveness of controls and profitability of the work effort As a result
of those eval uations effective personnel eval uations can be nade,
production inprovenents recomended or decisions nmade to enphasize or
deenphasi ze further involvenent with that product. Tie-in of cost data
with the financial accounting data provide an additional internal control
feature.

112. ACCOUNTI NG FUNCTI ONS. Sound financial planning and execution in

UNI COR i s acconplished through the accounting and internal control system
The purposes of the accounting systemand internal control procedures are
as follows:

1. Accounting. UNICOR s accounting system provi des essential and
reliable information on assets, liabilities, disbursenents, revenues, costs
and expenses. The accounting system provides for identifying classifying,
recording, controlling, summarizing, reporting, analyzing, and interpreting
financial data. The systemis a managenent tool designed to (a) show the
cost of producing each job or process; (b) evaluate perfornmance on each job
or process by conparing actual cost with pre-determ ned estimates; (c)
provide a basis for financial and production planning; (d) show the status
of financial condition and results of operations; (e) safeguard public
funds and ot her resources; and (f) assure conpliance with applicable | aws
and regul ati ons.

2. Internal Control. UNICOR s internal control system conprises the
pl an of organi zati on and coordi nated net hods adopted to safeguard assets,
to check the accuracy and reliability of accounting data, to pronote
efficiency and econony of operations, and to encourage adherence to
prescribed managerial policies. UNICOR s internal control system
enconpasses (a) internal adm nistrative control; (b) internal accounting
control; and (c) internal checks (accounting procedures or statistical,
physi cal, or other controls which safeguard assets agai nst waste, | oss,
fraud or other inproper or unwarranted use).

113. OBJECTI VES OF THE UNI COR ACCOUNTI NG SYSTEM UNI COR s accounti ng
systemis designed to neet all internal needs for cost and other financial
data for planning, progranm ng, budgeting, controlling, and reporting of
UNI COR operations. The follow ng specific objectives are acconpli shed:

1. Effective control over funds, property, other assets,
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obligations, liabilities, expenditures, costs and revenues.

2. Accurate and reliable bases for devel oping and reporting costs of
performance by (a) organizational unit, (b) job or process, and (c) program
structure.

3. Flexibility in accommodating new and revi sed programstructures to
support programmatic nmanagenent .

4. Full and pronpt disclosure of the financial condition and results of
operation and support of each major programor activity through reports
based on an orderly system of controlling and recordi ng financi al
transactions on the accrual basis.

5. Production of adequate financial reports and related information on a
tinely basis to neet the needs and objectives of internal managenent and to
conply with external requirenents, including the furnishing of financial
data as required by statutory and other |aw, Congress, or congressional
committees.

6. Production of reliable financial and cost data to be used for
preparation and support of UNI COR s budgets, for controlling the execution
and adm ni stration of those budgets, and for reporting to the Federal
Prison System the Departnent of Justice, and others as required.

7. Devel opnment of cost data for use in neasuring results of operations
and performance of assigned functions.

8. Suitable integration of UNICOR accounting with the Federal Prison
System and Departnent of Justice accounting.

114. | MPROVEMENTS AND UPDATI NG The UNI COR accounting systemis revi ewed
continuously and revised as necessary to assure maxi mum effectiveness and
useful ness to managenent. Oficials of all organizational entities are
expected to propose changes that will inprove and update the accounting
systens. Such proposals should be directed to the Controller.

Aut omat ed data processing and other nechanical, electric and el ectronic
met hods are consi dered whenever feasible and economcal. Applications for
aut omati on are devel oped with due consideration for both potential cost
savi ngs and increased efficiency. Such applications are reviewed by the
Corporate ADP Steering Conmtt ee.

115. BASI C ACCOUNTI NG APPLI CATI ONS. This section details the general
application of the UNI COR accounting system

1. Business Ofice Locations. As stated in paragraph 106, each | ocation
where UNI COR conducts operations has a Business Ofice which is responsible
for recording/posting and reporting financial data as rel ated
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to that location. There is a Business Ofice for each field office and a
Control Accountant who fulfills this function for Central Ofice
activities.

2. Accounting Mechanism Financial information is captured at each
Business O fice and the Central Ofice through manual posting to journals
and registers and through the use of NCR el ectronic posting machine. This
process enabl es personnel to record accounting transactions in various
subsidiary | edgers or registers. A NCR |ledger card is established for each
general | edger account to enable recording and sunmarizing in the general
| edger each nonth. After closing data for adjusting entries are taken from
t hese subsidiary registers.

3. Processing Cycle. The steps involved in the accounting cycle
performed in UNICOR field Business Ofices and in the Central Ofice are as
fol | ows:

a. A NCR general |edger card is established for each account to be
posted in the general | edger.

b. Source docunents are received or created by accountants to provide
the first record of transactions.

c. Transactions are docunented/journalized on the basis of the source
docunents which commonly are referenced to provide an audit trail and
support for the journal entries.

d. Transactions are posted nmanually either to a subsidiary
regi ster/journal for the applicable general |edger account(s) or via
journal vouchers to the applicable NCR general |edger card.

e. Subsidiary registers/journals are closed for the nonth, reconciled
W th support docunentation and posted via journal vouchers to NCR general
| edger cards.

f. Accruals and other nonth end adjusting entries are prepared and
posted via journal vouchers to NCR general |edger cards.

g. Financial statenents/reports are prepared fromthe adjusted | edger
accounts.

116. OBJECT CLASSI FI CATIONS. UNI COR captures cost information by uniform
object classifications as required by OMB Crcular A-12. The object
classifications are based on the nature of the goods or services as

di stingui shed fromthe purpose for which such liabilities are incurred. As
liabilities are paid, they are posted to the Voucher and D sbursenent

Regi sters. Each recording is coded with the appropriate general | edger
code, which relates to an object classification and is consolidated nonthly
to be used in the various reports required to be submtted by object
classification. Mnthly accruals and adjusting entries conplete the
accounting for object classifications.



8000. 1
Chapt er 8500, CN-16, Page 8500-18
Septenber 8, 1983

117. GENERAL LEDGER ACCOUNTS. The UNI COR accounting systens maintain
financial information in specific general |edger accounts (assets and
l[Tability accounts). The general |edger accounts classify in summary for
each appropriation all the accounting transactions of UNI COR and provide a
permanent record of the financial position and results of operations.
CGeneral | edger accounts are established for each factory and the Central

O fice. The general |edger account nunbers are established and nai ntained
by the Central Ofice in the Resources Division. The accounts are updated
such nonth and are mai ntained on the accrual basis. Paragraph 115 expl ains
t he pro-process whereby the general |edger accounts are effected.

118. RELATIONSH P TO THE DEPARTMENT OF JUSTI CE PAYROLL SYSTEM The
Departnent of Justice, (DQJ) Payroll System processes the UNICOR civilian
payroll. The general flow begins with the tinme and attendance records
going fromUN COR to DQJ where all processing occurs. The results of that
processing then flows to UNICOR and i ncl udes paychecks and the necessary
data for accruals, disbursenent and managenent review. This occurs each
pay period. The manual interface of payroll input into the UN COR
accounting systemis provided via the Accounting Station Posting Mdia
(ASPM report which is generated by the DQJ payroll system Field Business
O fices and the Central Ofice prepare journal entries to enter the payrol
data into the UNI COR accounting system based upon object classification,
nature of transactions, accounting period and nethod of paynment fromthe
ASPM  The ASPM provides a tinely mechanismto verify that all civilian
payrol |l transactions have been accurately posted and report ed.

119. PERSONNEL LEADERSH P AND TRAI NI NG UNI COR requires and demands
positive dynam c | eaders a